


Annual Index 





Issue/Page 
Book Reviews in Italics 





Career Development 


Encyclopedia of Second Careers, Gene Hawes, 
May/25 

How to Set Up and Run a Typing Service, 
Donna Goodrich, Nov/Dec/32 

Negotiating Your Worth, C. B. Stiegler PhD, 
May/9 

Reach Out. . . Be a Mentor, Aug/Sep/30 

Strategies for Getting an Overseas Job, Kenneth 
0. Parsons, Jan/9 

Why Change Jobs? Jun/Jul/30 

Why Secretaries Do/Do Not Get the Job, 
Thomas R. Otway, Jun/Jul/20 

Workers Entitled to Performance Review, May/ 
22 


Certified Professional Secretary 


CPS Review Manual Series Available, Mar/19 
CPS Tear-Out Poster, Aug/Sep/19 

Key to Your Future (Capstone), May/14 

1984 CPS Seminar, Jan/31, Feb/6, Mar/19 
Sampling of Questions, Aug/Sep/23 


Communications 


Business Communication Basics: Application 
and Technology, Ross Figgins, Steven 
Golen, and Glenn Pearce, May/25 

Business Communications: Principles and 
Methods, William Himstreet and Murlin Baty, 
Jun/Jul/28 

Cost-Effective Business Letters, C. B. Stiegler 
PhD, Aug/Sep/14 

How to Sell Your Ideas, Jesse Nirenberg PhD, 
Nov/Dec/32 

Human Interaction . . . Efficient and Effective 
Sharing of Information, C. B. Stiegler PhD, 
Mar/22 

Mastering Writing Skills for Civil Service 
Advancement, Apr/33 

Objective Writing: For Business and Industry, 
Marcia Mascolini and Caryl P. Freeman, Jun/ 
Jul/29 

Principles of Business Communication, Glenn 
Pearce, Ross Figgins, Steven Golen, Apr/33 

Reading and Cases in Business 
Communication, Steven Golen, Ross 
Figgins, and Larry Smelizer, Nov/Dec/32 

Telecommunications, C. B. Stiegler PhD, Nov/ 
Dec/22 


Telecommunications: A Vital Part of the 
Information Age, Patricia A. Gamer, Mar/10 
Words, Words, What Do They Mean? Oswald 


Ratteray, Oct/8 
Writing for Readability, C. B. Stiegler PhD, Apr/ 
24 


Secretarial Salaries in the US and Canada, Kay 
Fusselman, Aug/Sep/5 


Secretaries . . . Who Eams What? And Why?, 
E. James Brennan, May/3 


Convention, PSI, Toronto 


A New Point of View: 1984 Convention, Jan/27, 
Feb/26, Mar/32, Apr/18, Jun/Jul/17 

Convention Report, Pictures, Aug/Sep/2 

1984/5 Intemational Secretary of the Year, Aug/ 
Sep/36 

“Tomorrow is the Future We Plan Today,” 
Installation Remarks, Syivia Cash CPS, Aug/ 
Sep/38 

Toronto. . . “Place of Meeting,” Apr/16 

“We Must Span the Bridge . . . to Economic 
Equality,” Keynote Address, Flora 
MacDonald, Aug/Sep/3 

“Your Profession: A New Point of View,” State 
of the Profession Address, Rita Hummel 
CPS, Aug/Sep/3 


Education/Training 


Employer Expectations of Entry-Level 
Employees, Nov/Dec/15 

Focus on Excellence, Secretarial/Clerical 
Vocational Education, Marie Morgan and 
Kitty Maffei, Jun/Jul/26 

Training Workshops on Effective Graphics and 
Visuals, Mar/28 

What’s a Fulcrum? Pamela R. Jones, Mar/27 


“Financial Planning 


Everyone’s Guide to Financial Planning, Helen 
Rogers, Jun/Jul/28 

Financial Independence, Richard Silverstine 
PhD, CFP, Jun/Jul/11 

What You Should Know About Social Security, 


Janv6 
Future Secretanes Association 


Business Students Enthusiastic About 
Secretarial Career, Kay Fusselman, Apr/14 

Future Secretaries Association Conference, 
Nov/Dec/35 

1984 FSA Conference, Gateway to Opportunity, 
Feb/26 

Promoting Business Career Interest Through 
FSA, Apr/31 


American Cancer Society Nutritional 
Guidelines, Apr/30 

Heckler on Women’s Health, Margaret M. 
Heckler, Jun/Jul/30 

Is the VDT a Terminal Disease? Sandy 
Thompson, Feb/7 

Safety Film Avaitable, Jun/Jul/30 

Verbatim Offers Free Exercise Guide, Apr/32 





1984 


Management 


Companies Are Relocating Employees Less 
Frequently, Feb/19 

Companies Facing Recruiting Challenge, Apr/30 

Managers’ Salaries Up 7.6%, Average Near 
$30,000, Feb/18 

Matrix Management Systems Handbook, David 
1. Cleland, Jan/9 

Realworld Management Deskbook, Auren Uris, 
Mar/31 

Work Ethic Not Dead, Says Nationally Known 
Management Consultant, Mar/29 


re Miscellaneous 


Annual Index, Nov/Dec/33 

“Fastest Typist” Title Held by Part-Time 
Secretary, Apr/32 

| Take Pride in My Work, Oct/31 

Is Metric Dead? May/21 

Letters to the Editor: Jan/33, Mar/34, Apr/34, 
May/26, Jun/Jul/34, Oct/30 

1984 Business Letter Cost is $8.10, Aug/Sep/15 

7th Annual Fastest Typist Contest, Mar/28 


1984 Year of the Secretary 


Can We Get There . . . From Here? Shirley 
Englund, Mar/11 

Editorial, Shirley Englund, Jan/5 

House/Senate Joint Resolutions, Mar/2 

Letter from Malcolm Baldrige, Jan/3 

1984: Year of the Secretary, Shirley Englund, 
Nov/Dec/2 

Professional Secretaries Week, Apr/2 

PSI News Conference, May/2 


te Syoerry. a3 November/December 1984 


Office Automation 


Automated Equipment: More Secretaries Are 
Using It and Loving It, Kay Fusseiman, Mar/ 
20 

Changing Nature of Information Management, 
Jan/27 


Computer Applications, F. Robert Jacobs PhD, 
Jun/Jul/28 

Computers and Data Processing, H. L. Capron 
and Brian Williams, Oct/26 

Computers Won't Byte, Linda Coccione and 
Gayle Winter, Nov/Dec/32 

Contemporary Business Letters with WordStar, 
Jane Robbins and Dennis Curtin, Jun/Jul/29 

Creativity Will Dominate Our Time, Isaac 
Asimov, Mar/15 

Information Systems for Planning and Decision 
Making, Emest Kaliman PhD and Leon 
Reinharth PhD, Nov/Dec/32 

Integrated Office System and |, Terry Wellman, 
Jun/Jul/12 

It’s Time to Buy Your Computer, Douglas Allen, 
Jan/23 
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Microcomputers Play Significant Role in 
Businesses, Feb/20 

New Institute to Address Challenges of 
Information Technology, Jun/Jul/31 

Number Accuspeed, Oct/26 

Office Automation: A Glossary and Guide, 
Nancy Edwards, Carmine Shaw, and Patricia 
King, Aug/Sep/34 

Office Computer: Still Waiting to Be Used, Pat 
LaBarbera, Feb/14 

Office Technology: Eliminating “Busy Work,” 
Apr/7 

Opening Doors to Business’ Age of the Micro, 
Jan/26 


“Paperless” Home? No Way! Jan/25 

Random House Book of Computer Literacy, 
Ellen Richman, Jun/Jul/29 

Using Apple Business Computers, Kenniston 
Lord Jr., Jan/9 

Video Conferencing in Canada, Apr/30 

Word Processing Concepts and Careers, Marly 
Bergerud and Jean Gonzalez, Jun/Jul/29 

Word Processing in a Foreign Tongue, Joseph 
Becker, Nov/Dec/24 


Office Procedures/Aids 


Get Organized, or What to Do Until the Records 
Manager Comes, Dennis L. Frimm!, Mar/26 

Handbook of Record Storage and Space 
Management, C. Peter Waegemann, Nov/ 
Dec/32 

“New Look” in Business Mail, Apr/30 

Private Secretary's Encyclopedia Dictionary, 
3rd Edition, Mary A. DeVries, Jan/9 

Productive Memos, C. B. Stiegler PhD, Oct/10 

Records Retention Directory, Fred Guymon, 
Nov/Dec/32 

Send Me a Memo: A Handbook of Mode! 
Memos, Diana Booher, Aug/Sep/34 

Toll-Free Long Distance Calis, Feb/20 

Visual Aids for Effective Presentations, Jan/28 

Zip/Area Code Directory, Ruthie Marks, Feb/25 


Personal Development 


101 Ways to Improve Your Vocabulary, Robert 
White, Jun/Jul/28 

Procrastination, Jane Burka PhD and Lenora 
Yuen PhD, Oct/14 

3001 Essential Words for a Perfect Vocabulary, 
Fred N. Grayson, Feb/25 


Productivity 


Quality Circles Secretary Workshop, Dianne 
Homek, Nov/Dec/26 

Task Migration in the Executive Suite, Reginald 
Parker, Oct/3 

Trendsetters, Secretarial Quality Circle, Carolyn 
Bigbee, Jun/Jul/18 

Your Game Pian for Success: Put Your Secretary 
on the Team, Michael Ryval, Apr/5 


Products/Services 


fw Couriers Inomacasei Offers “acsinvis, 
Saver, F220 


Bitter Competition Forecast in Portable 
Market, Feb/19 
Computers for Small Business, Gary Bencar, 
Feb/25 


Copier on Every Desk Nearing Reality, Feb/18 

Secretary Mart, Jan/8, 28, 29; Feb/13, 24; Mar/ 
23; Jun/Jul/31 

SoftTalk, Jan/32, Feb/16, Mar/25 

Western Union Offers Voicemail Service, Feb/ 
19 


Professional Development 


Accentuate the Positive, Jun/Jul/31 

Achieving Secretarial Sophistication, Jane V. 
Foster CPS; W. Wayne Scott, PhD, Feb/25 

Applied Business Law, Larry Fiber and Jerry 
Weigle, Jun/Jul/28 

Being a Supervisor—What Nobody Told You! 
Ingeborg K. Lewis, Mar/6 

Business Economics, Vikram S. Pandit, Apr/33 

Business Statistics, Wilfried Vanhonacker PhD, 
Oct/26 

College Mathematics for Business, Don Busche 
and Flora Locke, May/25 

Computer Shorthand Theory and Transcription, 
Alan Roberts, John Walsh, and Jean 
Gonzalez, Oct/26 

Ethics—A Decision of Conscience, Thea 
Slivinski, Oct/6 

Fail-Safe Business Negotiating, Philip Sperbert, 
Aug/Sep/34 

Office Etiquette, Mary A. De Vries, Apr/26 

Productive Reading Strategies, C. B. Stiegler 
PhD, Jun/Jul/14 

Secretaries Prepare/Conduct Workshop on 
Meetings, Jan/29 

Speed Reading: The Computer Course, Patricia 
Ryan, Mar/31 

Telephone Skills, May/22 

The Secretary as Effective Management Team 
Member, Anne Montgomery, Nov/Dec/16 

Think and Talk Management, Leo Graham PhD, 
Apr/10 

What Do You Say After You Say Good Moming? 
Robert Blake, Jane Mouton, Artie Stockton, 
Feb/21 

Word Processing Mastery for Everyone, Sheryl 
L. Lindsell, Mar/31 

Working with Different People, Lili Kivisto CPS, 
Jun/Jul/8 


Professional Secretanes 
EL UULEL 


A Calm Demeanor—But Assertive, Kay 
Fusselman, Jun/Jul/16 

At the White House, Jan/2 

Carolyn Haves is President-Elect, Aug/Sep/37 

PSI Division Meetings, Feb/18 

Syivia Cash Takes Office as Intemational 
President, Aug/Sept/37 


Secretarial Profession 


At the Olympics, Sandy Thompson, Jun/Jul/25 
31S Projscts 29% Increase in Secretarial Jobs 


by 1995, Aug/Sep/7 


Male Secretaries Assert Work Climate is 
Changing, Aug/Sep/18 

Media View Secretaries, Candace Louis, Jan/ 
35; Feb/2 

1984 Newspaper Help Wanted Advertisements 
Survey, Kay Fusselman, Jan/13 

Partners . . . or Pawns? Michael Major, Aug/ 
Sep/10 

Professional Secretary in the Information Age, 
Cecilia Manthay CPS, Feb/5 

Qualifications of a Professional Secretary, Jan/ 
25 

Secretaries’ Attitudes Toward Jobs and Bosses, 
Jun/Jul/6 

Secretary to the Commander-in-Chief, Amy 
Cunningham and Sandy Thompson, Jun/Jul/5 


World of Secretaries, Shirley Englund, Nov/Dec/ 
3 


Secretary on the Spot 


An Office Rumor, Oct/27; Decentralizing Word 
Processing, Mar/30; If You Can’t Move . . . 
Move Out!, Apr/29; Misconception of 
Supervision, Feb/24; Pending 

ence, Nov/Dec/30; Performance 
Review, May/24; Policy ”Ping-Pong,” Jun/ 
Jul/32; With a Generation Gap, Jan/31; 
Without Resources, Aug/Sep/32 


Secretary Speakout ’85 


Call for Papers, Mar/29, Apr/13 

Secretary Speakout ’85 Program and 
Registration, Oct/24, Novw/Dec/11 

Survival of the Professional Secretary! Mar/7, 
Apr/9, May/27, Jun/Jul/33 


Speakout Call For Papers 


Cross-Cultural Business Environment, Giacinta 
Storiazzi BA, Nov/Dec/8 

Perception of You. . . A Professional or Just a 
Secretary! Nel Hoagland, Nov/Dec/10 

Professional Secretary: On the Threshold of the 
Future, Angeline Krout CPS, Oct/20 


Word Watching 


Word Watching, Sarah Montoya CPS: 
Admonitions, Aug/Sep/17; Cursing, Sinning, 
Winning—t, Apr/28; Cursing, Sinning, 
Winning—ti, May/13; Graces and Disgraces, 
Mar/24; More Clarifications, Jan/30; 
Newspeak, Feb/12; Sporting Propositions, 
Jun/Jul/24; Topicalities, Oct/29; We Exist for 
Your Protection, Nov/Dec/28 


Work Place 


Job Sharing, Patricia Lee, Jan/22 

Static Electricity in the Office, George Berbeco, 
Ocv/i2 

Home as the Work Place? Sandy Thompson, 
Mar/16 

Woretgtes, Rober! “iis Simi, San/t« 























